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This instruction implements AFPD 37-1, Air Force Information Management (will convert to AFPD
33-3) and DoD Regulation 5400.7/Air Force Supplement, DoD Freedom of Information Act Program.  It
expands on the guidance provided in the Air Force Supplement  and applies to Freedom of Information
Act (FOIA) requesters, submitters, Air Force Materiel Command (AFMC) FOIA managers/monitors,
records owners, initial denial authorities and legal reviewers.  AFMC installation FOIA managers may
supplement this guidance when necessary.

SUMMARY OF REVISIONS

This supplement supersedes AFI 37-131/AFMC Supplement 1, 23 Dec 94, and provides updated termi-
nology and instructions.  For the purposes of this supplement, the term "FOIA manager" refers to the
AFMC host base FOIA manager.

DoD Regulation 5400.7, 4 Sep 98 and Air Force Supplement, 22 Jul 99 has been supplemented as
follows:

C1.3.1.1.  If any requested information is withheld, the request must be processed as a FOIA through the
installation FOIA manager's office.  

C1.4.5. Initial Denial Authority (IDA) changes must be requested through HQ AFMC/SCDP.  The
AFMC installation IDA will serve as the IDA for all AFMC organizations assigned to the installation.
HQ AFMC/SC will serve as the IDA for all AFMC organizations not located on an AFMC installation.

C1.4.5.1. It is incumbent upon an OPR to ensure FOIA requests are processed expediently in order to
allow sufficient time for disclosure authority,  legal and IDA reviews to be completed within 20 work-
days.  OPRs will be held responsible for undue delays, and may be requested to provide responses to com-
plaints, including  responses to Congressional inquiries.

NOTI CE :This publ icati on is avai lable di gi tall y on the HQ AFMC WWW site at: http:/ /
afmc.wpafb.af.mil. If you lack access, contact the Air Force Publishing Distribution Center (AFPDC).



2 DODR5400.7_AFMCSUP1   20 JANUARY 2000

e.  On
 guid-
itional

re is a
umbers.

 func-
ecision

s).

 Denial
"
tact the

 instruc-
ackage
 original
 4; with-
opied if
r clamps.
ed.

 FOIA
n FOIA
de avail-

" cate-
o include
t staging
rds" letter

 trans-

e within
sable,

itally.
C1.5.1.  Circumstances/issues frequently arise which are not explicitly defined in existing guidanc
these occasions, the installation FOIA manager is responsible for interpreting policy and providing
ance.  The installation FOIA manager may also consult with the command FOIA manager for add
guidance. 

C1.5.3.3. FOIA managers must immediately inform the Command FOIA manager whenever the
change in managers, organization symbols, telephone numbers, e-mail addresses, or fax n
Changes will also be updated on the base's FOIA home page.

C1.5.3.4.  The disclosure authority is an individual at the division level, or higher, within the OPR's
tional area.  The disclosure authority makes the final functional determination and indicates the d
in Block III of AFMC Form 559, Freedom of Information Act (FOIA) Request.  Legal reviewers indi-
cate comments/recommendation in Block IV of AFMC Form 559 (see Attachment 1 for instruction

C1.5.3.5. When a requester asks for multiple items, IDAs must address all items requested. 
memos must include the statute and specific exemption cited.  NOTE:   If the reason for the "no records
determination is because the records were lost or prematurely destroyed, the OPR must con
records manager for guidance on preparing a lost record report.

C1.5.3.6.1. Use AFMC Form 559 to process FOIA requests and appeals.  See Attachment 1 for
tions.  For denial memos requiring HQ AFMC/SC signature, the FOIA manager ensures that the p
contains the letter prepared for signature.  All other documents should be tabbed as follows: tab 1,
request; tab 2, background information (administrative documents); tab 3, releasable records; tab
held records; tab 5, legal opinions/AFMC Form 559s.  Since some documents may need to be rec
a denial is appealed, do not staple or acco-fasten the entire case file.  Use rubber bands or pape
If the withheld documents are voluminous, HQ AFMC/SCDP may waiver them from being forward

C1.5.3.7. Installation FOIA managers may use AFMC Form 556, Freedom of Information Act (FOIA)
Response and Invoice, in responding to various FOIA issues.  

C1.5.3.7.1.1.  The installation FOIA manager may formally request an organization chief appoint a
monitor to assist in timely processing of requests.  The organization chief ensures the installatio
manager is provided with the monitor's name and phone number, and ensures the monitor is ma
able for training.  The monitor serves as a liaison for OPRs and the installation FOIA manager.

C1.5.3.7.1.15. FOIA managers submit annual reports  to HQ AFMC/SCDP by 15 October.

C1.5.5. Responses cannot be put on hold to await other actions such as a final legal decision.

C1.5.8.5.  The OPR’s next higher functional level from one who first determined the "no records
gory should verify the second search.  OPRs provide a detailed accounting of the second search t
areas/offices contacted, that both active and inactive files were searched, as appropriate, and tha
areas, Federal records centers, or other agencies were contacted, as appropriate.  The "no reco
must thoroughly document scope of the second search.

C1.5.9.4. Requests for Inspector General (IG) records, for which HQ AFMC/IG is the OPR, may be
ferred directly to 88 CG/SCCIADF.

C3.2.1.4.8.  OPRs notify submitters of a FOIA request and request submitters provide a respons
14 work days.  If, after reviewing submitter objections, it is determined that information is relea
notify the submitter that the information will be released 14 work days from the date of the letter. 

C4.3.1.1.  Personal information must be password/ID protected and encrypted prior to sending dig
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C4.5.2.2.  Documents containing personal information may not be recycled unless they are torn o
ded prior to going to recycle.

C5.2.4.  OPRs and disclosure authorities review the requested information and provide recommen
using AFMC Form 559 (see Attachment 1 for instructions).   For full denial recommendation, one c
the record(s) must be provided.  For partial denials, the OPR must provide a copy of the rele
record(s) and a copy of the denied records.  OPRs must clearly identify entire pages, or sections 
ments that are being withheld entirely.  When there is both releasable and withholdable information
same page, highlight the withheld information in yellow.  If the records are voluminous, the FOIA
ager may waive copy requirements.  Denial recommendations must be coordinated through th
office.

C5.3.1.1.  Use AFMC Form 559 to document appeal reviews (see Attachment 1 for instructions).  For "no
records exist" appeals, ensure the next higher level person, within the same functional organizati
uments block III of AFMC Form 559 indicating that a second search has been conducted.  At ti
may be decided that previously withheld records are releasable.  Forward the releasable record
requester and amend the FOIA case file (tabs 4 and 6) as necessary.  If additional records are fo
providing the initial response, the information must be reviewed for a release determination.  Tab
6 must be amended.  If denied information still remains, continue processing the appeal.  Do not s
acco-fasten appeal packages; use paper clamps or rubber bands.  The installation FOIA manage
ward the appeal package to HQ AFMC/SCDP for legal review.

C6.1.3.3.  OPR's complete and forward a DD Form 2086, Record of Freedom of Information (FOI)
Processing Cost for Technical Data, or DD Form 2086-1, Record of Freedom of Information (FOI)
Processing Cost for Technical Data, for fee estimating purposes.  The installation FOIA manager ma
the final decision on chargeable fees. 

C6.1.3.4.  (Added) Forms Prescribed.  AFMC Form 556, Request for Information Acknowledgment,
AFMC Form 559, Freedom of Information Act Request.   
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Attachment 1   

INSTRUCTIONS FOR COMPLETIN G AFMC FORM 559

BLOCK I: FOIA  OFFICE PROCESSING ACTIONS

The FOIA manager:

•  Checks "yes" blocks in Block I when fee issues are resolved and request is reasonably described

•   Indicates maximum fee requester is will ing to pay (if applicable)

•   Assigns "Case Number" and "Suspense" after above 2 items are completed

•   Completes "To" block: OPR/monitor's organization: "FROM" block: FOIA managers organiza
tion

•   Indicates if action is in response to an initial request or an appeal.  If an initial search, "Record
Time Expended on DD Form 2086" block marked if necessary

•   Provides clarification or other information in "REMARKS" block

•   Provides Name, Signature, Phone Number and Date in appropriate blocks

BLOCK I I : OPR PROCESSING ACTIONS

The OPR:

•   Completes Block II

More than 1 block may be checked.  If exemption b3 is cited, the statute must be listed on the
line next to the word “Statute.”   If records may be located somewhere else, the OPR identifies
the location on the line following “...Forward request to”

•     Includes any additional comments in the "REMARKS" Block.  For example:  Requester did not
specify which aircraft type. Called requester on _____.  Requester stated information is
requested for F-22 only.  (In this example, the OPR provides documentation of the conversa-
tion and its outcome.  Since it could be argued that the request was not reasonably described,
the 20 workday time could be restarted from the date the clarification was provided  

•    Include Name, Title, Signature, Date and Phone in appropriate blocks.

BLOCK I I I:  OPR SECOND LEVEL APPROVAL

For initial actions, this block is usually completed by the OPR's division chief who is considered the
closure authority.  This block is also used to verify searches for records and to confirm "no records exist"
responses.  For processing appeals, this block should be signed by the supervisor of the individual who
signed in this block for the initial action.  Name, Grade, Title, Signature, Phone and Date blocks com-
pleted as indicated.



DODR5400.7_AFMCSUP1   20 JANUARY 2000 5

s 559
ecision.
s the
BLOCK IV:  LEGAL COORDINATION

Legal reviewers complete this section and mark the blocks accordingly.  All completed AFMC Form
are placed in tab 7 of the appeal case file, even if the legal advisor has non concurred with a d
When the legal advisor is also the initial denial authority, the completion of this block satisfie
requirement for an IDA review of an appeal.
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Attachment   2 
AFMC FORM 559
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Attachment   3 
AFMC FORM  556
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                       DEBRA L. HALEY 
 Director of Communications and Information
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